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The purpose of the Career Achievement Skills Training 
Program (CAST) is to equip students with the skills they need to make 
decisions and career plans. The author maintains that skills are 
observable, measurable and repeatable behaviors. He teaches these 
skills in three phases. First, students learn how to expand knowledge 
about themselves and a particular type of job by using people and 
things as resources. The next phase, the narrowing phase helps the 
students relate the career information to their value using a 
decision- making process. Finally, in the preparing stage, the 
students participate in an interview-internship with a person working 
in the field in which they are interested, and reevaluate their job 
decisions in light of their life styles and values. This manual 
describes the steps taken in educating teachers and counselors in the 
use ot the CAST program. (HBV) 
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Purpose of the Manual 



To h^st undfirptand the purpose of this manual, It is best to begin by 
©yplaininc vhnt this nanual is not. 

Thip nanual was not written with the intention that someone could read 
it and then r.-'plicato the CAST inscrvice training procram. It would be 
i-npossiblc to replicate the extonsiveness and depth of our training without 
initi-Hl reliance on consultant assistance from Carldiuff Associates. This, 
however, does not rr«?an that the CAST program could not be delivered without 
traininc. However, as Project Director, I could not assure you to what de^'J^'^e 
your program will be successful without training. 

nosed on the CAST project, it is »ny feeling that training is essential 
and therefore, this manual is written as a guic-- for that training process. 
It has several purposes: 



1. - to provide the reader with an understanding of the 
CAST program. 

? - to provide- the reader a conceptual overview of the 
Phaso III CAST Inservice Training. 

3 - to provide outcon«»s and recommendations for future 
training as offered by the CAST participants. 

^ - to provide some generalized conclusionrand suggestionr 
for training ae it relates to inplimentation of the 
CAST program in other school districts. 



T:.ef>io purpofcs 



are adflressecl in the following three sections; 
Inti'Oduction to the CAST program - page 1 
Cv-orview of the Kiase III CAST 



1 



Inservico Traiiiinj; page 3 

C itconrs and Socor.inendations - page 11 

Conclusions and Sicgostions - pagf 13 
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Introduction to the CAST ProEram 



Robert Carkhuff sums up the dilemna of students today when he says, 
"Cliance will dictate their careers. Chance will dictate their success, 
Chanco will dictate their fates. They may be lucky for a moment in time . • . 
or U/o • . . but they cannot be lucky for life." 

Luck is not part of the CAST Program. CAST does not leave the fate of 
students up to chanco. Instead, it equips them with the skills they need to 
raakr docis: onr and plan for their careers. These skills are Expanding, 
Kf»rro\ifirr and Preparinc, T!ie skills that make the difference between choice 
or chanro. Skills that are observable, measurable and repeatable behaviors. 
Skills that help the teacher and counselor evaluate their effectiveness. 

The CAST Pro/;rar. nakes a skill delivery where most career programs do 
not. T!:cy fall short. They deliver facts: ••Twenty- five percent more women 
are entering the fields of Business Management . Some deliver concepts; 
"Jobs can be rrouped in clusters called job families. ** Others deliver 
principles: "If I know about more jce, then I will have more jobs from 
which to choose." Few deliver skills: '•Students will classify their jobs 
into two siutually exclusive catecories." And rarer still, btb those career 
progranis that deliver a systematic program to teach the skill: 

1. Generate job titles by thinking of the jobs you see on the 
v;ay to school. 

?. Ask yourself, "How are these jobs alike? How are they 
different?" 

5. riainc two iTOups in which all these jobs could be placed. 
^. Pat the jobs into their respective groups. 

.r. Ask yourself, "Can an;' job in group one also fit in group 

two?" If the answer is yes, then the two groups are not mutually 
exclusive, 

6. Test out ar.ot.hr r classification system. 

Without a nroL"rar. like the above, there is no assurance that students 
'./ill be :jblo to porrorn the skill. Without skills, students cannot act on 
\Aat Iht'y know. Vitho'it r.kills, teachers and counselors do not !:now if they 
have r^ade r» delivery. 

o 
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CAST provides the students, teachers and counselors with the career skills 
.invi proerams they need to fret from where they ore in their career planning 
process to where hhey v;ant or need to be. It provides a structure under which 
all <»xiatinc career prorrrams, units, activities, etc., can have a functional 
place. It is sequential, systematic and cyclical. The students learn how 
to expant' infomation about themselves and the job by using people and thin^ 
sources. Tlie narrowing phase helps the students relate the career information 
to their values usincr a decision-naking process. Finally, in the preparing 
sta^rc, the students conduct an interview- internship with a person working in 
the job they have chose, reevaluate their job decision in light of the infor- 
j::ation in other a'eas their life. The process must be used to be maintained. 

Through the skill process presented in the CAST program the students learn 
the skills of how to learn about and plan for their careers. These skills will 
help students increas*- their career and life choices. CAST students do not have 
to rely on chance to 'ictate their fates, they have skills to maximize their 
«?urces550sl 
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Overview of the Fnase III CAS? Insnrvice Training 



Organisation -• 

The folXowins pages will explain the purpose and the component of the 
Career Achievement Skills Training which are listed belows 

1) Selection of Participants 

2) Preparation 

3) Training Procedure 
Teacher Observation 

3) Follow-up Training 

6) Trainer Observation Training 

7) Materials and 

8) Becocunendations for future training. 

An initial two-week summer training was conducted from 8:00 - 5*00 p.m. 
for approximately 25 selected teachers and counselors who were paid and received 
university credit for their participation. This initial training was led by 
Dr. Ted IViel and Dr. David Berenson and eight Pbntiac trainers who had been In 
the CAST program the previous year and were serving as trainer interns. Follow- 
ing the summer training the Pontiac trainers assumed responsibility for all 
follow-up observations and training. 
Purpose of Training - 

One of the purposes of the CAST training was to insure that CAST teachers 
and counselors could first do the skills they were teaching their students. A 
second purpose was to give to the teachers and counselors the skills they needed 
to further develop and deliver the CAST program. Another purpose was the develop- 
ment of trainers who could continue the dissemination of the 6ldJJ.8 to others. 

This training is based on Dr. Carkhuff^s philosophy that the effectiveness 
of a program is a function of the skills of the people training, those delivering 
the pr»»grao to students, as well as the effectiveness of the programs developed. 
So to insure the highest level of delivery and development in the CAST progran - 
training was essential - 

Content of Training 

Human Skills 

Bepresentativcs from Carkhuff Associates, assisted by the Pontiac trainers, 
conducted an inservice workshop which delivered human skills, such ass attending. 
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reepondlne and initiating. These skills are verbal and non-verbal communication 
skills which allowed a "helper** to explore and communicate to the '*holpee** where 
he is, where he wants to go, and how to help him get there* In addition* the 
'*helper** uees problem solving or decision-making skills to heXp the "helpee** 
understand v^at alternative courses of action ax*e open to him and to have him 
decide what alternative ie best for him* The **helper** uses action skills to 
help the **helpee*' develop a program which can help him act on his understanding 
and move him from where he is to where he wants or needs to be* (The above 
skills are fo"nd in the boo* The Art of Helping (Carkhuff 1972) and The Art of 
Problem Sol v inn (Carkhuff l>.t)* 

Education Skills 

Also, the workshop addressed the education skills of diagnosing, goal 
setting, program (curriculum) development, teaching nethoUs, learning strategies 
and classroom nanacement* The first three skills help a teacher and counselor 
assess in i/hich skill area, related to the subject matter, the student is having 
problems* These skills then allow the teacher and counselor to determine a 
goal for that student and then to develop a step by step program by which 
the student can reach the goal* The teacher and counselor then selects their 
teaching methods and strategies to reflect the skill being taught and the learn- 
ing style of the student. Classroom raanagenent techniques are used to differ- 
entially reinforce student perfomance. (These skills are introduced in The 
Art of Teaching (Carkhuff, Berenson, Pierce 197^) 

Career Skills 

Finally, the workshop addressed the Career Achievement Skills of expand- 
ing, narrowing and action* The three Career Achievement Skills deal primarily 
iid.th helping students expand information about themselves and jobs, giving them 
a way to decide among alternative choices and then providing them the skills to 
prepare for their choice. (These skills are found in The Art of Dcfveloping a 
Career (JYiel and Carkhuff 197^) 

Selection of Participants - 

All Pontiac teachers and counselors were asked to apply for participa- 
tion in the CAST procram by completing a hunsm, education and career selection 
inventories developed by Carkhuff Associates.^ Teachers were chosen based on 
their inventory scores, prade level and availability for a two-week workshop 
in Aufrust 1975* Content area was not considered important in the selection 
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criteria. V/e were trying to identify effective teachers vho could develop, 
deliver and disseminate the student and teacher skills. Therefore* their 
content specialty was secondary to their overall effectiveness in the human, 
education and career skill areas. 

^ Samples and a description of the inventories can be 
found in the Phase III Final Report PROGRAM EVALUATION 
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Preparation for Trainlni! - 

All of the CAST teachers were sent a pre-training aaaigninent so that 
they would have some base of understandinc before training began. They 
were asked: 

1) to read The Art of Teaching . (Carkhuff . Berenaon, Pierce 197^) 
The Art of HeloinfT (Carkhuff \J72). The Art of Developing a 
Career (Friel and Carkhuff 197'»)» and The Art of Problem 
Solving. (Carkhuff 197^) 

2) to pelftct the parts which related roost closely to their need 

3) to discuss these sections during the first class. 

Traininc Procedures - 

The training outline was as follows s 

1) An overview of the project objectives was presented and the 
teacher's role and responsibilities defined. 

2) An overview of the human, educational and career training 
was given and related to the project goals which were pre- 
sented in terms of student outcomes. 

3) Training conditions and expectations were explained. 
h) The two-week training schedule was previewed. 

Morninps 

1) The human achievement modules were presented, based on 
Dr. Carkhuff 's book The Art of Helping (Carkhuff 1972), 
and The Art of Teaehinr (Carkhuff, Berenson, Pierce 197^) 
This was done in a large group. 

2) The human achievement or interpersonal skills were then prac- 
ticed in small groups with two people playing the roles of 
helper and helpee while the rest of the group gave feedback. 
Each group had a trainer who was a counselor from last year's 
program. The trainer had primary responsibility for providing 
direction and feedback for the group. 

3) The homework assignnent was given. The teachers and counselors 
were to practice the skills they learned and to write down what 

. happened as a result of their use. These results would be shared 
the followinc tnorninc. 
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Afternoons 



1) The career achievement skills were taught in a large group to the 
teachers and counselors using the Phase II Lesson Plan Manual. (See 
Appendix a) 

2) The elementary and junior high comic book, The Story of Who (Friel and 
Carkhuff 197^) was used as a visual model for the CAST program. 

5) The Art of Problem Solvinn (Carkhuff 297^) was given as a homework 
aasignnent along with the career decision-reaking assignment, 

k) The career achievement homework assignment was having the teachers 
and counselors become students and do the lessons in the Phase II 
Lesson Plan Manual. It was felt that only if the participants 
had gone through the manual as a student would they be able to 
effectively deliver the program to their students. In addition, 
they were asked to list ways they might deliver each lesson. This 
gave each teacher a pool of strategies from which he/she could 
choose in delivering hi^/her lesson. 

Second Week Afternoons 
After the teachers and counselors vrnre familiar with the career 
skills, the afternoons were spent learning the educational skills necessary 
to further develop and deliver the CAST program. The Art o f Teaching 
(Carkhuff, Bercnpon, Pierce 197'*) served as the basis for this training. 
Teachers and counselors developed and practiced delivering their own lesson 
plans to other members of the group. The group members would then rate 
them as to how well they used the human, educational and career skills they 
had learned. 

Evaluation 

Teachers were evaluated on the same paper and pencil inventory they 
had taken in the beginning of the program. This cave some indication of 
their growth due to training- 

Classroon Observntions 
Follow-up is the key to effective itr.pleraentation of any inser/ice 
program. Teaching skills durinc a tv;o-week workshop does not assure that 
they will be used correctly in the classroom. The reason for this is the 
conditions' of traininc are vastly different than the conditions in the" 
clacsrcoi.:. rijcrcforc, t.o irsur«- that all teachers could, in fact, use 
the hunan, Cflucntiori ar.d rarcor rl'.ills in their clasr.roort delivery, period- 
ic clascr-oon obscrva Lions v.ore rr.afie ty the trainers. 



■niiB was achieved by aesinninc each trainer one or two teachers to 
observe and follow-up. Where teachers and trainers were in the same building, 
those trainers observed those teachers. In the other cases, the trainers had 
flexible schedules which allowed them to observe the other teachers in their 

respective buildings. 

Scheduling of obeervations was handled between the teacher and trainer. 
In the beginning, each trainer visited the classroom once a week for the 
entire CAST class period. As teachers became more comfortable and proficient 
in their delivery the frequency of visits was much less and for shorter periods 
of time. On the average each teacher was observed approximately five times 

from November to May. 

During these visits, the trainer was assessing how effectively the 
teacher was presenting the career content as weU as the effectiveness of 
his/her human and educational delivery skills. To perform the assessment, 
the trainers used an observational checklist developed by Carkhuff Associates 
personnel, (See Appendix B) The checklist is divided into the following five 
sections used to record the organization of lesson plan delivery: 

Review - Inform students what skills they had learned previously. 
Overview - Relate those skills to the new skills for that day and 

to the uD.timate goals of the program. 
Presentation - Make available the facts, concepts, principles and 

discrimination the students need to acquire and maintain 

the skills. 

Exercise - Allow students to practice the new skill. 

Sumnary - Reinforce the day's lesson skills and relate to tomorrow's skills. 
Within each of the above five sections the following teacher skill areas 

were observed and rated 

1) Methods - How teachers presented material- 

2) Content - At what cognitive level the material was presented. 

3) Strateries - If and to what degree the teachers envolved the 
Btudente in the learning process. 

k) AttendiniT - Description of the relative physical positioning of 
the teacher and student. 

5) Res^ondinr. - Quality of verbal interaction . 

6) Reinforeenent - Use of verbal teacher behavior to direct students 
behavior toward a predetenr.ined goal. 
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Qeinc a fivc-point scale developed for each areai the trainer would 
record all the teacher's behaviors for a ^5-ntinute period. At the end of the 
obeervationi the trainer would have a profile of the teacher's delivery in 
each of these areas. Based on this information the trainer would briefly 
give feedback to the teacher and would make an appointment so that the teacher 
and trainer co\ild discuss thp observational checklist* 

During these follow-up sessions the teachers and trainers discussed 
the career content f presentation and the delivery and how they could be improved. 
The checklist was used to select the area where the teacher had the greatest 
chance of improvement. Together! teacher and trainer set a behavioral goal 
within the deficient area and wrote a program which the teacher would practice 
for the next observation. 

Teacher Observational Training; 
In order to observe and develop these programs for teachers^ the trainers 
had to be trained. This observation training was conducted monthly by 
Dr. David Berenson. At this time problems and areas of concern regarding 
aziy part of the observation and follo\^«*up sessions were discussed and programs 
developed to alleviate them. Here is an example of one trainer observational 
program: 

Trainee Ohgervation Pror:ran 

1. Set up appointment with trainee. 

2. Observe for one hour a week at first until you can discriminate 
areas of greatest need. 

3# Respond to strength. 

4. Initiate goal and program for area needing attention. 

5. Develop small procrams so that they can be achieved in one 
week^s time. 

6. Feedback to me on Friday major areas needing to addressed 
at university class. 

Teacher Follov/--Up Traininr: 
One night a month the teachers in the CAST program met with the 
trainers for follow-up training sessions for which they received credit from 
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Wayne State University. The skills the teacher** were having difficulty with 
were reviewed and practiced. Teachers made tapes of their classroom sessions 
and reviewed them with their trainer to discuss strengths and weaknesses. 

These classes were valuable to the teacher and trainer. Teachers 
received additional skUls and procraras plus help in those areas where 
it was needed. Trainers had a chance to assess where the group stood in 
relationship to the skills being addressed and could develop their programs 
to help the teachers. 
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Outcomes .ind Rcconr.endations 



The followinc traininc areas were discuesed and reconanendations made by 
the CAST teachers in a final evaluation session at the end of Phase III. 
The Project Director has summarized their comments and recommendations under 
the following training areas* 

Human Skills 

All participants felt the need for more training on the human skills. 
They recommended that the training proceed at a slower pace allowing them 
enough time to internalize their new discriminations and skills before 
moving on to the next training piece. In addition, they felt that the human 
skills should be introduced and practiced within their own content area before 
being introduced in the career area. Introducing the human skills in the 
context of a new content area (career) made the learning of the human or 
interpersonal skills somewhat difficult. 

Also, they recommended practicing the human skill? in a large group 
setting, in addition to the one to one practice, so that they could learn 
to use the skills under conditions similar to their classroom setting. 
Finally, they felt that taping the training sessions as well as their class- 
room delivery would help ther. make finer discriminations in assessing their 
cwn human skill development. 

Educational Skills 

As in the human skills, the participants urgid that more time be spent 
learning the educational skills. Particularly emphasis they felt should be 
placed on developing learning strategies and content (facts, concepts, prin- 
ciples, skills and programs) skills in these areas would assist the teachers 
in individualizing and extending the curriculum to meet the needs of their 
students in their class. The teachers also recommended spending more timo 
developing strategies for delivering the career skills so that they could 
have been more prepared when beginning to teach CAST. 

Career Skill p 

The teachers felt coin-3 through the CAST program as students themselves, 
was escential. In this v/ay mastery of the content v^s more assured. Once 
having learned the career content skills they could practice the delivery 
process which includes the use of the hur.an or interpersonal skills and the 
c-ducatronnT rVill.-3. Ti-ichorr t--in;- to bo both student and CAST tcachur at 
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the sane tiro© they got confuted. When this happens their understandinc of 
the integration and relationship of the human and the career skills is 
incomplete • 

General Conments 

Of all the training skills the teachers felt that the human and educa- 
tional skills to be the roost valuable. They felt that these skills had 
helped them grow personally and professionally. (See Appendix C ) These 
are also the skills that were most generalized into their ovm content areas. 
Thust they were seeing positive results in their apeciality area as well as 
in the career area* 

Observations (^^^ kprendix B for checklist) 

The teachers felt there was a need for fewer and more indepth assess- 
ment (finer discriminations) of the teachers deficit area so that programs 
could be tailored to individual needs. Some teachers felt that more time 
should be spent giving feedback on on^ skill area of deficit while other 
teachers felt they wanted to know about all areas. They also recommended 
that one skill area be focused on and programs developed and practiced 
before moving on to another skill eu^a. Jumping ahead before mastery of 
any area left the teachers frustrated and unsure of their progress. The 
teachers suggested that one way to ov reome their frustrated feelings was 
to use a recording system where the teachers could chaurt their progx^ss 
so that they coxild see their own growth as they mastered each skill area. 

Follow-un Training 

Most teachers found the Wayne State University class to be helpful in 
providing them a chance to receive feedback and training in new skill areas. 
However, it was suggested that more time should have been spent on skill 
training and less on information giving. In other words» the content of the 
class could have dealt more specifically with the areas targeted from class- 
room observations. The teachers did feel that this class was beneficial in 
helping them bridge the gap between the summer inservice and their classroom 
delivery. 
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Concl union? nn<l Suf;f;<>r>tionc 



The following statements are ceneral conclusions drawn from the 
Outcomes and Roconmendations Section: 

!• CAST inservice training is recommended for delivery of 

the CAST program. 
2. The amount of ti-aining is dependent on the level of 

functioning of the trainees^ 
5. The quality of training is dependent on the level of 

functioning of the trainers and the level of their train- 
ing program # 

h Tho training should be composed of hximan, education 
and career skills* 

5. Follow-up training should continue all year lUid should 
be based on the observed needs of the teachers and 
counselors. 

6. Teachers and counselors should be trained to transfer 
the skills into their own content area. 

?• Classroom observations are essential to insure that the 

teachers and counselors are using the skills appropriately ♦ 

8. University credit should be given for the depth and exten- 
siveness of this training. 

9« Teachers and counselors who have delivered the program 
effectively and have the slcills to train others should 
become trainers of the next group of teachers and counselors. 
10. Teachers and counselors grow personally as well as professionally 
from the training. 

Some suggestions to those readers v;ho are interested in using the CAST 
prograr.1 but are not sure v;hothor or not trairing is necessary. 

1. Assess your teachers to roe if they can do the CAST skills. 

2. If they can't, rind someone v;ho can teach them. (This some- 
one chould have dcliverpd the' CAST profrajfn succoc^fully like 
tho Carldiuff consultants nr t:.o Pontiac CAST trainers.) 

3. If you cDinn find or afford someone to teach them» I would 
r^ur^ort thif? niir,:)lc tminin,; n»-c>c.^clurt? nfte^ firsi: having had 
•h'-' tcach':r rcnu l'\v: l/ork Tiiillr iiorioc. 
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A. Using the Phase II Lesson Plan Manual, have the teachers 
read and do the lessons as students. 

B. Then have them write their own lesson to deliver the 
CAST objectives. (Encourage them to increase the 
number and quality of their methods and strategies.) 

C. Have them practice delivering their lesson to the group. 

D. Have the group give feedback as to strength and weakness 
of the delivery. 

S. Hnve teachers use the Phase III Lesson Plan Manual with 

the Working Skills Series as support to deliver the program 
to their students. 
F. Have a paster teacher who is delivering the program 

observe the teachers. 
0. Provide ongoinc sessions where teachers can discuss their 
material, problems £.nd concerns. 
The above training procedure is only recommended after all other training 
alternatives have been exhausted. By using the Carkhuff consultants and/or 
Pontiac CAST trainers a level and quality of program delivery can be assured. 
Because "e have never delivered the program without consultant trainers, it 
is impossible to state whether or not the CAST progr-un would be successful in 
your site vithout this support. Tnis is an important question to be researched. 

If you are interested in delivering CA;ST in yo^ir setting, and want help, 
write Project CAST/PALS, Irving Slementary School, I83O W. Square Lake Road, 
Pontiac, Michigan. 

Also, if you want or need consultant help, contact Carkhuff Associates, 
P. 0. Box 228, Araherst, Massachusetts 01002. 
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